November 30, 2001

Chapter 2
Arranging Training
Chapter Overview

Introduction This chapter guides you through the processes of arranging training, to
include Activities, Events, and creating Local Suppliers.
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Creating a Local Supplier for a Local Activity

Purpose This procedure will guide you through the steps for creating a local supplier
(vendor) for a local Activity.

Before You You must create a local supplier before you can set up a local Activity
Begin (course), if the supplier is not in the DoD Course Catalog.

Who Does This ~ Components will determine who has the responsibility.

a

Continued on next page
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Creating a Local Supplier for a Local Activity, Continued

Accessing the Suppliers
Summary Window

Step

Action

1

On the Navigation List — Organizations — Supplier —
<Open>.

The Suppliers Summary Window displays with nine columns, a
One Time checkbox, an inactive DDF, and two Taskflow buttons.
If you have built Local Suppliers, query the existing list by
clicking Query and clicking Run or pressing [F8]. If you have
not built local Suppliers, the window will be blank.

B 5uppliers Summary [CIVDODHR) !El

2

Supplier Name Number Taxpayer D Tax Registration Num  Terms
;.]'tareer Track 3 123456612 123456812

Del Webb Corp 2 123456412 123456A12

Syracuse University 1 123456C12 123456 C12
=

KiN i

New | Open |

Use the bottom scroll bar to review remaining columns and
checkbox.

B Suppliers Summary [CIYDODHR) [ [O1] %]

2

Inactive After Supplier Type Employee Name Employee Number — One Time [ ]
= Vendor r
Wendor r
Vendor r

Continued on next page
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Creating a Local Supplier for a Local Activity, Continued

Accessing the Suppliers Summary Window (continued)

Step Action

3 If the Supplier you need...
Is listed, click <Open>. Is not listed, click <New>.

e The Suppliers Window e The cursor drops down to
opens with the name of the next empty line.
the Supplier populating in |4

; Type the name of the new
the Supplier name field.

supplier (up to 80
e Review information to characters).

ensure accuracy. If ok, e Do not type in the

e Exit the window and remaining columns.
move to the next process, |4 (lick <Open>.
Defining an Activity.

iﬁ? Note: If you have no local Suppliers built, click <Open>.

4 The Suppliers Window displays. The window has a Supplier
Name Region, a drop-down Classification menu with 12 choices
(only Classification and Sites are used by DoD), a Type data field,
and two checkboxes. Complete the data fields as indicated.

B Suppliers [CIVDODHR) _ O]
Supplier Mame I Kumber
Taxpayer [D Tax Registration Number
Inactive After [ |
=
Type
Employee MName Murnber I
™ One Time
SIC
Iinority Owried

" Small Business
™ Waman Owned

Continued on next page
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Creating a Local Supplier for a Local Activity, Continued

Completing the
Suppliers Window

Step

Action

1

Place the cursor in the Supplier Name data field to enter the
following data:

Data Field Action
Supplier Name Type in the name up to 80 characters
(mixed case).
Taxpayer ID Type in number (optional).

Inactive After

Leave blank if planning to use again or
type in date if not.

Number

System generated.

Tax Registration
Number

Type in number (optional).

[ ]

Not customized for DoD.

Type

Click the LOV and select vendor.

Employee Name

Not active (optional).

Number Not active (optional).

One-Time Click checkbox if the supplier is being
Checkbox used one time (optional).

SIC Standard Industry Code (optional).
Minority Owned | Self-explanatory (optional).

Small Business Click checkbox (optional)

Checkbox

Woman Owned Click checkbox (optional)

Checkbox

7
£ Note: If your Component does not require the optional fields, leave

blank.

Training: Arranging Training
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Creating a Local Supplier for a Local Activity, Continued

Completing the Suppliers Window (continued)

Step Action

1 € Example of a completed Suppliers Window before using the
(cont) | Classification drop-down menu to complete the Payment and Sites
Region.

B Suppliers (CIVDODHR)

Supplier Mame [Fred Sherman Inc Number
Taxpayer ID (1700 Tax Registration Number [AD4700
Inactive After [30-JUL-1999 (I
Gusitcaion i
Type [Vendor
Ernployee Name Nurmber
X One Tima

SIC
Minority Owned

K Small Business

[” $foman Owned

2 Click the Classification drop-down menu and select Payment.

The lower half of the Suppliers Window displays the drop-down
menu Payment, with seven data fields and four checkboxes. The
first four data fields (Terms, PayGroup, Payment Priority, and
Invoice Currency) are optional. The Terms Date Basis data field
is a required Oracle field and must be entered. Once you click the
drop-down menu to make a selection (e.g., Invoice). Pay Date

Basis and Payment Method data fields auto-populate. Select Sites
from the drop down menu.

e —

Terms [ Always Take Discount
PayGroup ™ Exclude Freight Fram Discount
Payment Priority 99 ™ Allaw Interest Invaices
Invoice Currency T [ Pay Alone

Terms Date Basis |Invoice

-

Fayment Method | Check

-
—

Continued on next page
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Creating a Local Supplier for a Local Activity, Continued

Completing the Suppliers Window (continued)

Step

Action

4 Once you complete the Payment Region, the lower half of the
Suppliers Window displays with a new Site Name and Address
data fields. The <New> Taskflow Button is inactive at this time.

The top region is populated from the previous window.

B Suppliers (CIVDODHR)

Supplier Mame IF"Hl Sherman Inc Number

Taxpayer (D [4700 Tax Registration Mumber [AD4700
Inactive After [30-JUL-1999 il 15

Hew l Open I

5 Click <Open>. The Supplier Sites Window displays.

i;? Note: You may list several different sites for a supplier (e.g.,

Northwest Region, Southeastern Region). However, the DD Form
1556 will only pick up the first site address. It is recommended
that separate suppliers be set up for each address; e.g., Oracle
Northwest Region, separate supplier as Oracle Southeastern
Region, etc.

Training: Arranging Training
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Action

Completing the
Supplier Sites
Window
Step
1

The Supplier Sites Window displays with the vendor name on the
Titlebar and the drop down menu displays Site Uses and Telephone.
Place your cursor in the Name data field to enter the following:

B Supplier Sites (CIYDODHR) - Fred Sherman Inc. [New]

[ RFQ Only Site

| Telax

—

Data Description/Action

Field/Region

Name Type in name of the site (location where
training is to be conducted) (15-character
limit).

Country Click the LOV or type in.

Address Type in street address of vendor.

State Type in state address of vendor.

Postal Code | Type in zip code of vendor address.

Language Click in field — populates with the default to
American English (language in which the
course is taught).

Inactive On | Type in date the vendor becomes inactive, if
appropriate.

Global DDF | Flexfield is not customized for DoD.

Training: Arranging Training
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Creating a Local Supplier for a Local Activity, Continued

Completing the Supplier Sites Window (continued)

Step Action
1(cont) Data Field Action
Site Uses Region Checkboxes not required.

Telephones Region | Type in Voice or Fax information to
include area code.

2 Click Save on the Toolbar. Exit the window.
4 Example:

EE Supplier Sites [CIVDODHR) - Fred Sherman Inc. [New]

Name [FRED SHERMAN IN | =
Country [United States |
Address [P.O. Box 580

City (Monmouth State [Oregon Postal Code [97361
Province County
Language [American English Inactive On ! [i_]

Site Uses and Telephone v!
— Site Uses

X Pay Site B Purchasing Site ™ RFQ Only Site
— Telept

Area Code Mumber
“Yoice [503 623-3535) Telex I
Fax [503 |623-1009

I/g Note: You can enter the vendor’s email address at the beginning
of the address data field. It will then display first in the address
string of information.

Continued on next page
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Creating a Local Supplier for a Local Activity, Continued

Completing the Supplier Sites Window (continued)

Step Action
3 The Suppliers Window displays. The lower portion is populated
with the vendor information.
BL Suppliers (CIYDODHR) [_oTx]|
Supplier Name I Mumber |7
Taxpayer ID (4700 Tax Registration Mumber |AD4700
Inactive After [30-JUL-1999 0
EE N - |
Site Name Address
= FRED SHERMAN IN P.0. Box 580, Monmouth, Oregon, 97361, United States
Hew | Open I
4 Click <New> or <Open> to create/display another local vendor.
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Defining a Local Activity

Purpose This section guides you through the steps to set up a local Activity (course)
which is usually the first action taken after a Training Request Form is
completed or received, and before an employee can be enrolled in training.
You must set up a local Activity if it is not in the DoD Course Catalog.

Definitions Activity - defines the courses listed in the DoD Central Course Catalog as
well as what a local supplier (vendor) can offer. Local courses can
be built for Local Activities. An Activity can be any of the
following:

e A training course conducted internally or bought from an
external supplier, regardless of method; e.g., classroom,
CBI, correspondence, seminar.

e On-the-job training and apprenticeships.
e Work experience and cross-training.
e Educational Activity (college/university courses).

Activity Type — one of the nine OPM training course code types expanded to
include functional areas within DoD; e.g., Acquisition, as described in this
Module overview.

Course, e.g.,

ACTIVITY

Basic Italian

Class, eg.
[ Basic Italian 101,
Event Event Event e o

See Also In this Module:
a” Overview

Section: Course Training Type Codes

Chapter 1, Requesting Training
Section: Completing the Training Request Form

Chapter 3, Managing Enrollments, Cancellations, and Attendance
Section: Enrolling an Employee

In this Chapter:
Building and Booking Resources

Continued on next page
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Defining a Local Activity, Continued

Who Does Components will determine who will be given this responsibility.

This ‘Il'

Before You e You must accomplish these actions in the following sequence before an
Begin employee can be nominated or scheduled for training:

e Build a Local Supplier, if needed.

e Define an Activity, if needed.

e Schedule an Event.

e Schedule sessions, if more than one (not required).
e Enroll an employee.

e Once an Activity is defined, it does not have to be rebuilt for each
subsequent event. As long as the Activity is not end dated, you can skip
directly to Scheduling an Event. If the Activity already exists, you will
receive a message.

e You must identify a new supplier (if not in the DoD Course Catalog)
before an Activity (course) can be built.

e You can have multiple Activities of the same type with different validity
dates. If you want to run concurrent versions of an Activity, use dates to
control when the Activity can be scheduled.

e You cannot run Events for the Activity earlier than the start date or later
than the end date.

e Ifyou build a Local Activity and don’t remember what Activity Type it is,
use the Course Title LOV on the Training Request Form to access it.

Continued on next page
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Defining a Local Activity, Continued

Completing the
Activities Window

Step Action

Action  Edit  Euerny GHo Eolder,

1 On the Navigation List — Activities — <Open>.

Activities

Create and maintain activities

+ Enrollments

Events

Resources

Finance

Letters

Personal Information
Training Reguests
Organizations

Setup

Customer and Supplier Setup
Heports

PR

PR

2 | The Activities Window displays. With your cursor in the Activity
Type data field, click F8 on your keyboard to bring up first type or
run a query for a specific type you need; e.g., press F7, type 5%,
press F8. If there is more than one entry for that query; e.g., 5D, 5N,
use the arrow down key to move to the next activity.

Activity Type
Description [I_]
— Activity
Narne Yalid Dates
Description From
Audisnce Tao
Ohijectives
Supplier Sponsor Org.
Language IManaged by
MHExt Activity Status
Student: Costs Success Criteria ™ Allow Expenses
IlExdmum Currency Duration Professional Credits—
inirmurm Budget Length Type
Max Internal Actual Uhits j Arnount [|_]
Skills Categories | Resources | Copy Objects |

Training: Arranging Training

Mod 7, Chap 2, page 14

Continued on next page




November 30, 2001

Defining a Local Activity, Continued

Completing the Activities Window (continued)

Step Action

3 | The Activity Type and Description display the nine expanded OPM
Training Course Code Types and expanded functional codes for a
total of 21 selection codes. These codes should not be altered.

& Caution: Use the [Tab] key to proceed to each data field; the
up/down keys will move you to a new Activity Window. If you
inadvertently use the arrow keys and a new Activity Window
displays, click Go on the Toolbar and select Previous Record to
return to your working window.

4 | Select the Concurrent Activities Checkbox to set up multiple
activities of the same type with different validity dates. For example,
you may have an activity that is delivered as both a day course and as
an evening course.

5 | Click the DDF to open the Additional Activity Information

1/; Window.

Note: All data fields are currently optional.

Continued on next page
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Defining an Activity, Continued

Completing the
Additional Activity
Information
Step Action
1 With your cursor in the first data field, complete the following:
Data Field Description/Action
Quotas Requested | Type in number (optional field).
1 Qtr
Quotas Requested | Type in number (optional field).
2" Qtr
Quotas Requested | Type in number (optional field).
3" Qtr
Quotas Requested | Type in number (optional field).
4™ Qtr
Date Approved Type in date (optional field).
Date Disapproved/ | Type in date, if disapproved (optional field).
Canceled
Required Security | Defaults to N (No Clearance) to make a
Clearance selection for the Security Clearance for the
Activity (optional field).
2 Click <OK> on the Additional Activity Information Window
once you have completed the data fields.
4 Example:
= Additional Activity Information
e 2
Quotas Fequested 1st Qir ] =
Quotas Requested 2nd Cir T
Quotas Requested 3rd Ot T
Quotas Requestad 4th Ctr (30
Date Approved [30-MAR-2000
Date DisapprovediCanceled
Feguired Security Clearance r Top Secret Clearance =
| »
Clear I Cancel I 0K l
3 The populated Activities Window displays. Click Save on the

Toolbar.

Training: Arranging Training
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Defining a Local Activity, Continued

Entering a Local
Activity Name

Step

Action

With your cursor in the Name data field, scroll through the
Activity (Course) Names using the Page Down or Page Up keys to
locate the one that matches the TRF from your Civilian Inbox or
which you plan to define. If you do not find a match to the
Activity you wish to locate, you may begin to define an Activity.

To enter a new activity name (local course), select the activity type
(e.g., Orientation, Acquisition, Executive) that most closely relates
to the new course. With your cursor in the activity name field,

Iﬁ
select the New Record Button ﬂ. on the Toolbar. This will
clear the last record and allow you to input information for the new
Activity name and remaining fields in the Activity Region:

Fields, Buttons, Description/Action

and Checkboxes

Activity Region:

Name Type in the name of the new activity up to
2000 characters (mixed case).

Description Type in up to 2000 characters.

Audience Type in up to 2000 characters.

Objectives Type in up to 2000 characters.

Supplier Click the LOV. See procedures in this

chapter to Build a Local Supplier.

Language Defaults to American English.

Next Activity | Used to identify the successor activity after
the current activity has been end dated.
(Optional)

Sponsor Org. | Populates with your organization but you
can override by clicking the LOV and
selecting another UIC or PAS code.

Continued on next page
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Defining a Local Activity, Continued

Entering a Local Activity Name (continued)

Step Action
3 Fields, Buttons, Description/Action
(cont) and Checkboxes
Activity Region:
Managed by Type in the manager’s name or registrar

responsible. (optional)

Status Grayed out.

Success Criteria | Grayed out.

Allow Expenses | Not customized for DoD use.

Checkboxes

Valid Dates Automatically displays the start (From)

Region date when the activity is built. The (7o)
date is entered when the activity is
ended.

g Note: End dating should be used
L sparingly as activities can be reused
indefinitely.

Students Region:

Maximum Type in number of students. Populates
when you complete the Scheduled
Event Window. (optional)

Minimum Type in number of students.

Max Internal Type in number of students.

Costs Region:

Currency Defaults to USD.

Budget Type in total projected course cost
(optional).

Actual Leave blank while building the Activity;

input when known.

Continued on next page
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Defining a Local Activity, Continued

Entering a Local Activity Name (continued)

Step Action

3 Fields, Buttons, Description/Action
(cont) | | and Checkboxes

Duration Region:

Length Input number to match unit; e.g., 1
(week).
Units Select from drop down menu. Defaults
to hours.
Professional Add choices using Local Codes on the
Credits Region LOV.
DDF For Air Force use only (under
development).
Taskflow For local use:
Buttons:
<Skills> Will be used to enter information about

the skills the activity is expected to
provide; does not flow to CMIS. This
information will be updated through the
Look up Codes on the Navigation List.

<Categories> Used locally to group activities into three
types — program, classification, package
(e.g., acquisition, VRA). This
information will be updated through the
Look up Codes on the Navigation List.

<Resources> Used to specify resources required or
useful to run the event for the activity;
e.g., classroom equipment, trainer,
venue. This information will be updated
through the Look up Codes on the
Navigation List. See Building and
Booking Resources in this chapter.

Continued on next page
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Entering a Local Activity Name (continued)

Step Action
3 Fields, Buttons, Description/Action
(cont) | | and Checkboxes
<Copy Objects> | Opens to show Copy From data field
(with the activity auto-populated), New
Activity data field, and four checkboxes
(Categories, Resource Usages, Price List
entries, Skills), and a <Copy> Taskflow
Button.
4 Click Save on the Toolbar.

Activity ¢ Example of a completed Activity Window:
Window
X Activitie:
Activity Type |1-A EXECUTIVE [ Concurtent Adthities
Descrigtion |1-A EXECUTIVE q_]
— Aclivity
Mame [Adv Management Prog — Valid Dates—————
Description |Refines skills, knowledge. and understanding essential t Fram [01-JAN-1950
Audience To
Objectives |Two years in the grade of colonel before class entry. Lo
Sugplier [AIR UNIV CENTER FOR PROF DE Sponsor Org. [CIVDODHR
Language [American English Managad by [Bailey. Patrick H|
[Hext Acthity Statie
wdents Cosls Succass Criteria ¥ Allow Expenses
Maxium 60 Cumangy (USD Duration  Professional Cradi
Minimum |15 Budget 0.00 Lenath |40, Type
MexIrtemal [30 Ayl 0.00 Units | Hour vl A [i_]
Skills Categories | Resources | Copy Objects |

Training: Arranging Training
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Scheduling an Event

Purpose This procedure will guide you through the steps to schedule an Event which is
the third action taken after a TRF is completed or received in the Civilian
Inbox, and before an employee can be enrolled in training.

Definitions Event - a specific instance of an Activity (course) scheduled to run on given
dates, or a one-time Event, which is not related to an Activity. An Event can
run any period of time you choose; e.g., several hours, days, or weeks.

Session - a unit of time within an Event for which you can independently
book resources.

€ Example: To help you create a detailed agenda for an Event, you can
break it down into shorter sessions, specifying the location with start and end
times of each session. You might divide a one-day Event into four two-hour
sessions.

Who Does This  Components will determine who has this responsibility. A standard naming

i} convention for Event title may be needed.
See Also In this Module:
G

Chapter 1, Requesting Training

Section: Completing the Training Request Form
Chapter 2, Arranging Training

Section: Defining an Activity

Section: Building and Booking Resources
Chapter 6, Reports
Chapter 7, Setting Up Local Codes

Continued on next page
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Scheduling an Event, Continued

Before You
Begin

Training: Arranging Training

When you are ready to run an Activity (course), you create a scheduled
Event for which you can book resources and enroll students.

An Event may run for any period of time you choose, that is several
hours, days, or weeks.

There is no limit on the number of Events you can schedule for an
Activity.

If the Training Center location you need is not included, you can add it by
following the instructions in Setting up Local Codes in Chapter 7.

You can also:

Break down an Event into sessions. Sessions are discrete topics or
time slots within an Event. You must enter the times using a 24-hour
clock to include colons; e.g., 08:00.

Restrict an Event to internal employees or customers.

View or enter categories for the Event.

4 Example: You may run the Event “Using the Modern DCPDS” over
a two week period setting up a session for each day in the two weeks.
The first session on Day 1 might be “Introducing the Modern DCPDS”’;
the second session on Day 2 might be “Getting Started,” through the 10™
day of the Activity (course).

You can book resources, such as venues (locations) and trainers, for
the whole Event or for individual sessions.

Using Quick Codes, you can add other choices to the Event Status.

Other Navigator menu choices under Events besides Scheduled
include:

e Programs — not used by DoD, can be used to set up sequence type
training for special programs such as intern training.

e Development — not used by DoD.
e One-Time Event — see procedures in this chapter.

e Event Search — can use for search purposes or to build and book resources.

Continued on next page
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How To Access
the Scheduled
Event Window

On the Navigation List — Events — Scheduled — <Open>.

Action Edt Query Go Folder Special Help ‘Window

HzHv| 257 5 XS 28] @42 £
B 5cheduled Event [_ (O] %]
Siart/End Date and Tim#
Title Fram Duratian 4— Lengthofunit
Cowrse——p ity To Units | Day vi
Location of g — ™ Center [ Secure [" Resource boakings ™ Program Only
— Administration
Vendor —p. oy ouier Enrollment Student Cost
Org —_yPpansar Start |09-JUN-1993 Minimum Currency | ©sD
hosting paying Siatys [Normal End Maimum Budget 4—Popuhies from Activity
User Status [™ Restricted Internal Actual
Language
Price
’7 Basis Currency [USD Amount !‘“ Ivoiced I . [I_Q’ DDF
Add’l
Change Status | Assignments | Categories | Sessions | Event Info
Populates Field
from DDF protected
Change status or max # of For Not used by Create against
places available restricted DoD add.’l update
events Sessions

Taskflow Button

Description/Action

<Change Status>

To change the status of an Event by:

e Closing or
e (Canceling or
e Changing to Placed, Full, or others you

may establish using Quick Codes. See
Changing the Event Status in this Chapter.

<Assignments> See procedure, Restricting an Event, in this
chapter.

<Categories> To group activities into three types.

<Sessions> To create additional sessions.

Training: Arranging Training
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Scheduling an Event, Continued

Completing the
Scheduled Event
Window

Step Action

1 Place your cursor in the 7Title data field and complete the following:

Data Field Description/Action

Title Type in a title (ALL CAPS 80 characters or less)
to identify the Event; e.g., Supervisory Training
2001-1. Ifyou leave the title field blank, you will
get a system-generated number, which is difficult
to use to identify the Event later when you try to
query. The title you enter or the system-
generated number displays in a column on the
Enrollment Details Window when you reopen.

Lg Note: Components or local installations should

determine how this title will be used. For
example, you may want to include a location,
start date, or component unique number; e.g.,
NWRegion.

& Caution: If you are trying to query on a title, be
sure you have clicked F7 or enter query.
Otherwise, the system will think you are
establishing a new title that will result in a title
that looks like %0Admin%. If you realize you
have n0£ s_S:t up a query, click the clear record

button —* on the Toolbar and start over.

Activity Click the LOV to select the Activity. This title
appears in the employee Completed Training
record. Certain information such as Status and
Language auto-populates from the Activity
Window, but you can override it.

Continued on next page
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Scheduling an Event, Continued

Completing the Scheduled Event Window (continued)

Step Action
1
(cont) Data Field Description/Action
Center Click the LOV or type the first few letters to

select the Training Center location of the
Activity. To be determined is an LOV choice if
location has not been set.

4 Example:
Training Centres
Find |%

289 FPalms, CA

Aherdeen Prowving Ground, kD
Albany, Ga

Albuguergue, iy

Secure Click if you want to limit updates to the
Checkbox | sponsoring or administering organization.

Type the start date. The time of day is optional.

From E
i Note: You cannot backdate an Event.

Continued on next page
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Scheduling an Event, Continued

Completing the Scheduled Event Window (continued)

g

Step Action
1
(cont) Data Field Description/Action
To Type the end date with the time of day in the

next field.

€ Example: Use the time format of 14:00 for
2 PM if you want to create sessions.

Notes:

e Leave start and end dates blank if you
want to create an Event with the Status
of “Planned”; if you do not enter dates,
the Event cannot have the status of
“Normal.”

e Leave the time of day blank if you are
not creating sessions.

Also, ensure the times you enter start on (or
before) and finish on (or after) the earliest and
latest session times.

Resou.lrce Select the checkbox if you have booked

bookings | resources for an Event.

Checkbox

Duration | Type in length of unit; e.g., 40 if your units =
hours. The system defaults to hours.

Units Defaults to hours but you can override it.

Program | Select to make the Event part of a program and

Only restrict attendees.

Checkbox

Supplier | Select Supplier from LOV.

Sponsor Populates from Activity.

Training: Arranging Training
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Scheduling an Event, Continued

Completing the Scheduled Event Window (continued)

4

Step Action
1
(cont) Data Field Description/Action
Status Defaults to Normal. You can use Quick Codes

to add or change choices on the LOV.

Note: Event status controls the type of
enrollments you can enter for the Event.

User Not used by DoD.
Status
Language | Click the LOV to select a language.
Enrollement| Defaults to class start and end date. Override
Start/End  |with the dates you need enrollments to start and
end.
Restricted | Select if you want to restrict enrollments to
Checkbox |internal students with certain assignments, or to
restrict enrollments to external students from
selected customers; otherwise, leave the box
unchecked to open the Event to any customer or
external student.
Students
Region:
Minimum/ | Input the minimum and maximum number of
Maximum/ | students. OTA automatically sets the Event
status to “Full” when the maximum is reached
when you complete the Event Status Change
Window. (optional)
Internal Optional field. Use to limit the number who can

attend from one organization on the same date.

Training: Arranging Training

Continued on next page

Mod 7, Chap 2, page 27




November 30, 2001

Scheduling an Event, Continued

Completing the Scheduled Event Window (continued)

Step Action
1
(cont) Data Field Description/Action

Cost

Region:

Currency |Click the LOV to select currency used. You
must have USD in the Currency data field in
order to enter a dollar amount in the Amount
data field.

Budget Auto-populates amount from Activity Window.

Actual Defaults to “0”.

Price

Region

Basis Defaults to Student. Click the drop-down menu
to make other choices.

Currency |Type in USD.

Amount

Invoiced | Leave blank; field protected against update.

DDF Click to open the Additional Event
Information Window.

2 Additional Event Information Window displays. See steps to
complete in the next procedure.
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Completing the
Additional Event
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Information Window

Step

Action

1

With your cursor in the first field, complete the following:

Data Field Description/Action

Agency Group | Click the LOV (required field).

Method Click the LOV (required field).

Tuition Per Type in the dollar amount. This may be a

Student different amount depending on the student.

Books/Material/ | Type in cost, if known.

Other Fees

Total Direct System totals sum of Tuition Per Student

Cost and Book/Material/Other fees from
previous data fields.

Total Indirect | Enter total indirect cost.

Cost

Total Event Leave blank. Once you save the DDF and

Cost open again, the total displays.

Date Voucher |Leave blank — data field to be moved to

Paid another window.

Billing Type in name of organization that will pay

Organization invoice, to include email if needed.

Street Type in street address of billing
organization.

City/State/Zip | Type in the city, state, and zip code.

ATTN: Type in name of person in billing
organization.

Phone Type in phone number of billing
organization.

Additional Click LOV. (WHS/AFTMS use only)

Event

Information
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Completing the Additional Event Information Window (continued)

Step Action

2 Click <OK> and click Save.
€ Example:

itional Event Information

Agency Group EEI US Army Pacific
Method |

Tuition Per Student
Books/taterial/Other Fees 0.00
Total Direct Cost
Total Indirect Cost
Total Event Cost |0.00

Diate Woucher Paid

[_[Ofx]

Billing Organization ([CPOCPAC

Street (Bldg 56

City/State/Zip |Ft Richardson, AK

ATTH

Phone

Additional Event Information

Clear I

.|
Click Save _.@ on the Toolbar.

3 The Scheduled Event Window displays with the data populated.

¢ Example:
EE Scheduled Event AEE
1 D'V PAVEMENT DESIGN From [18-JUN-1998 o0 | puaion [
Actiity [ADV PAVEMENT DESIG. To [24-JuN-1998 [16:00 Unils m
Center [Alton, IL ™ Secure ™ Resource bookings ™ Program Only
— Administration
Supplier U.5. ARMY ENGI | — Enrollment Student Cost
Sgonsor |CIVDODHR Busi Stat [17JUN1998 ||| Hinimum |45 Cureency [USD
Status |Normal End [24-JUN-1998 Maximum |60 Budget | 4000.00
UserStatws | [” Restricted Internal (30 Actual [ 0.00
Language m

Price
’7 Basis Currency [USD

Amount I 200.00 |nvoiced

(3

Change Status |

Assighments |

Categories

| Sessions |
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Querying for an Event

Querying for In addition to the Querying methods you learned in the Fundamentals

an Event Module, OTA has a unique querying feature with the Find Events Window
that allows you to specify the Type of Event by Activity, Center, or Status.
Use the following steps to query for an Event.

Step

Action

1

On the Navigation List — Events > Events Search > <Open>.

2

The Search for Event Window displays. Query for the Event by
clicking F7/F8 and using the Current Record Indicator to find the
Event you want.

Or

Click F7, place the cursor in the Title or Activity block, type a
portion of the name (e.g., %Man%) and click F8.

Title Activity Center Start Date End Date Status Standard Price Ei

| =

Categories

Continued on next page
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Querying for an Event, Continued

Querying for an Event (continued)

Step

Action

2
(cont)

Or
On the Search for Event Window, click Query on the Main
Menu Bar and click Find. The Find Events Window displays.
Select the appropriate checkboxes or use the LOVs to customize
the search for the Event you need.

B Find Events [_ O] =]
Type
[ Scheduledt [ Session Title Date Usage
[ Develop [ One Time Activity Date
[ Program Center Weelk MNo
Status Supplier
™ Enralling Administrator Customer
— Other Criteria
— Matching Catagon Trainer “Wanue Other Resources
EFUII @ Partial
Skill Type
Skill
Clear I Find I

Click <Find>. The Search for Event Window displays with the
selected Event(s) populated.

Select the Event you need and continue your action.
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Action

With the Scheduled Event Window open you need to copy, click
=
the New Record button on the toolbar Ej

Copying an
Event
Step
1
2

A new Scheduled Event Window displays.

With your cursor on each data field you want to duplicate from the
previous Event, click the F3 key at the top of your keyboard.

Note: New data must be entered in the DDF, as it will not copy.

Data Field Description/Action

Title Will be blank; type in a unique title that
you will be able to identify later.

Activity Press F3 on the keyboard to populate.

Center Press F3 to populate.

From and To

If you do not plan to use the dates from the
original Event, input new dates and hours.

Duration Click F3 to populate.

Units Defaults to day when you press F3; you
can override.

Status Defaults to Normal as you are creating a
new record.

Enrollment Defaults to today’s date; type in the dates

Region needed.

Price Region

Defaults to Student; select from the drop-
down menu.

Click Save on the Toolbar once you have completed all fields and
proceed with your action on the Event.
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Changing the Event Status

Changing the

Once you have scheduled an Event, you might need to make changes at a
Event Status

later time. The types of changes might include maximum number of students
or status of the Event. Changing Max Attendees is discussed in Chapter 3.

Step Action
1 Click <Change Status> on the Scheduled Event Window.
2 The Event Status Change Window displays.

2L E vent Status Change |

O Change Max Attendees @W
Students ———— — Status — -

s F L'

Maximum I Event Status fiance tines
Enrollment Status C Cancel All

: @ Do Mot Gancel

Enrolled 0 [T Set Maximum To Places Enrolled

Cancel | 0K

There are two buttons at the top of the window.
e C(Change Max Attendees
e Change Status

e The Students Region has a Maximum field, which can be
changed by increasing or decreasing the number.

e The Status Region has the Event Status data field and the
Enrollment Status data field with a checkbox for Set
Maximum to Places Enrolled. If the Event is Full, you can
prevent any new enrollments by changing the Event status to
“Closed.” This automatically cancels any enrollments with the

status “Requested” as those enrollments have not been
confirmed or approved.

The Finance Lines Region is not currently used by DoD.

Continued on next page
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Changing the Event Status, Continued

Changing the Event Status (continued)

Step Action
3 Select the Change Status radio button.

Window, you can update the Event if you are assigned to the
organization that is administering the Event.

If the Event Status is:

Planned All enrollments must be
Requested, Waitlisted, or
cancelled.

Full You can only enter new
Requested or Waitlisted
enrollments.

Closed If you close it, or the
enrollment period elapses,
you cannot enter new student
enrollments.

Cancelled All enrollments change
automatically to status
Cancelled, and you cannot
enter any new enrollments.

4 With the cursor in the Event Status data field, click the LOV.

Lg Notes: If the Secure checkbox is selected on the Scheduled Event

Ewent status E3
Fird |°/o

5 Click “Cancelled” and click <OK>.

Continued on next page
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Changing the Event Status, Continued

Changing the Event Status (continued)

Step Action

6 The Enrollment Status data field now opens, with your cursor in
it, click the LOV.

7 Click “Cancelled.” Click <OK>. A Caution Box displays and
states “All Enrollments will be Cancelled.”

Click <OK>.

iﬂz Note: When you select “Cancelled” or “Planned” from the Event
Status LOV, the Enrollment Status data field on the Event Status
Change Window opens, with other choices.

8 To check the changes you made, re-query the Event and check the
Status data field to see if the new status is reflected.

iﬂz Note: “Waitlisted” can be added to the LOV. See Chapter 7,
Setting Up Local Codes for additional information.
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Restricting an Event

Restricting an ~ You can Restrict an Event to a specific organization, job title, or position, on
Event the Scheduled Event Window.

Step

Action

1

On the Scheduled Event Window, select the Restricted checkbox
(under the Enrollment Region) and click <Assignments>.

The Valid Assignments for Restricted Event Window displays
with the Event in parenthesis on the window title. Click the LOV
to populate Organization and Job columns. Click Save on the
Toolbar.

€ Example:
B v alid Assignments for Restricted Event{Accounting) M=l E3

X

Organization Job Puosition []
! AFILTP1LFCZV01 | [0360.Fqual Opportunity Comp

Exit the window.

Note: Future enrollments will allow you to enroll only those
personnel you specified by Organization and Job series/title.
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Purpose This procedure guides you through the steps to Create a One-Time Event
when it is more appropriate than creating a Scheduled Event.

g Note: You must run the Submit One Time Event Update HR report
i before you begin this process in order for the information to flow to

Oracle HR. See Chapter 6, Reports, for details.

Before You e You can Create a One-Time Event for Events that are normally less than

Begin eight hours, do not require an Evaluation, and are mandated to be
recorded in the employee’s record. Examples would be training on
Ethics, HIV, or computer security, which usually involves scheduling the
entire workforce. One-Time Events are based on a 24-hour clock.

e The One Time Event Window is designed for rapid entry of minimum
event information to support student enrollments. It does not support the

full features of the Scheduled Events Window.

e Once you create a One Time Event, you cannot change it. You can query
for it on the Search for Event Window or enroll students in the

Enrollment Details Window.

Creating a Follow the steps below to create a One-Time Event. Use the same procedure
One-Time in Chapter 3, Enrolling an Employee, once your event is built.
Event
Step Action
1 On the Navigation List > Events — One-Time — <QOpen>.

Title, complete the following data fields:

E=E One Time Event

Title: | Frarm
Center To
Supplier Duration

2 The One Time Event Window displays. With your cursor in the

(O] %]

Hour | j

Continued on next page
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Creating a One-Time Event, Continued

Creating a One-Time Event (continued)

Step Action
2 Data Field Description/Action
(cont) Title Type in the Event title.
Center Click the LOV to make the selection.
Supplier Click the LOV to make the selection.
From Click the LOV to use the calendar. If a specific

hour is used, it must be a 5-digit entry; i.e.
08:00 based on a 24-hour clock.

To Click the LOV to use the calendar. If a specific
hour is used, it must be a 5-digit entry.

Duration Type in the number.

Hour Click on the drop-down menu to select hours,
days, week, etc.
DDF Click the DDF to open the Additional Event

Information Window.

3 The Additional Event Information Window and its data fields
are described in the procedure on Scheduling an Event in this
chapter. Complete the window and click <OK>. Agency is a
required data field.

Agency Group [ —
Books/Material/Other Fees
Total Est Direct Cost

Total EstIndirect Cost
Total Estimated Cost

Billing Organization

Street

City/State/Zip
ATTN:
Phaone
Additional Event Information =
< | o[
Clear Cancel | OK I
4 Save your action.

Continued on next page
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Using the Bulletin Board

Purpose

See Also

Who Has
Access

! B

Before You
Begin

This procedure guides you through the steps to initiate surveys, advertise
training events, and post instructions for students on the Bulletin Board.

In this Module:
Overview

Chapter 1, Requesting Training
Section: Completing the Training Request Form

Chapter 3, Managing Enrollments, Cancellations, and Attendance
Section: Enrolling an Employee

Components will determine who will be given access to the Bulletin Board to
post Events and surveys.

e The Bulletin Board will be the primary means of announcing annual and
special surveys, advertising events for all or selected personnel,
announcing event changes and cancellations, and to provide special
reporting instructions for students.

e To view the Bulletin Board announcements, click F7/F8. If there arec a
large number of entries, you can query either in the Title data field or the
Text field.

e All personnel may be assigned access to view the Bulletin Board.

Continued on next page
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Using the Bulletin Board, Continued

Action

On the Navigation List — Bulletin Board — <Open>.

Using the
Bulletin Board
Step
1
2

The Bulletin Board Window displays with three columns and a
Text Box. Click F7/F8 to display current posted items. Complete
the following data fields to post a new item.

7 Bulletin Board

Post Date Title

=l
Expiration Date

I =
[«
Text
Data Fields Description/Action
Post Date Date the message was posted to the Bulletin
Board.
Title The subject assigned to a message.
Expiration Date the message will be removed.
Date
Text Box Provides spaces for additional information
such as course description, length, size,
dates, point of contact, or nomination
deadline with 2000 characters available.
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Using the Bulletin Board, Continued

Using the Bulletin Board (continued)

Step Action

3 With your cursor in the Title data field, type the title of your
course or message.

4 With your cursor in the Expiration Date data field, click the LOV
and select a date. Click <OK>. The date populates the field.

5 With your cursor in the Text box, type your message.
:;? Note: You can input up to 2000 characters.
6

=
Click Save .@ on the Toolbar. The Post Date populates with
today’s date.

4 Example:

4 Privacy Act of 1974

Action Edit Query Go Folder Special Help  Window

Pz PDv| 2RE FEX

9 Bulletin Board

R

Post Date Title Expiration Date

30-JUL19588  [Mind Mapping 01-SEP-1998 | ]

Kl

Text

hind Mapping will teach ywou to listen and record information more effectively in briefings,
classes, and conferences.

Ewentis open to all personnel at no cost.

Ewentsize =20 | Momination Deadline =1 Sep 1935

Dates: 1-2 Oct 1998

Ewent Length =16 hours FC-Dr Paula Adamson

|*

|5

7 Exit the window.
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Building and Booking Resources

Purpose

See Also
g’

Who Has
Access

a

Before You
Begin

This procedure guides you through the steps to build and book resources for
trainers, venues (locations), and other resources. Resources are any facilities,
people, or equipment you need to book to run an Event.

In this module:
Chapter 2, Creating a Local Supplier
Chapter 2, Defining a Local Activity
Chapter 7, Setting up Local Codes

You must be in the role of OTA Training Administrator.

e You need to set up resources before you can associate them with activities
and book them for events.

e You can define generic resource types, such as overhead projector or
networked PCs. You define these as QuickCode values under Resource

Type.

® You can also define specific resources available from a particular
Supplier. For example, you could record the Grove International Hotel
(Supplier) as one venue holding 500 people and four venues holding 100
people.

Continued on next page
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Building and Booking Resources, Continued

Building a
Trainer
Resource

Step Action
1 On the Navigation List — Resources — Definitions — <Open>.
2 The Resource Window displays. Complete the following data

element

S:

Dates
Type S [12-Jun-zom
Hame End
Supplier
Feferenca " Consumsble Lead Tima
Addrass |
— Costs
Currancy l_ Amourt Uit ll_]
Data Fields Description/Action

Type Click the LOV and select Trainer.

Name Query for last name, then select
from the list. If not currently on the
database, use the Building External
Students process to add a name.

Supplier Click the LOV and select from the
list (Vendors) to include local
suppliers you have built.

Reference Free-form text (80 characters).

Lead Time Enter the number of days you must
schedule or book the Trainer in
advance.

Consumable Click if the resource is consumed

Checkbox when used, and is not reusable. For
example, markers and flip chart
paper are normally consumable,
whereas computers and venues are
reusable.
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Building and Booking Resources, Continued

Building a Trainer Resource (continued)

Step Action
2 Dates Region: Start date auto-populates with today’s
(cont) date but can be overridden with date
resource is available. Enter End Date.
Address Type the address for the Trainer.
Costs Region:
Currency When you click the LOV, it defaults to
USD.
Amount Type the cost per unit.
Unit Click the LOV and select day, hour,
month, or year.
DDF Grayed out.
3 Save your action.
Example of
Trainer Dates
Resource Type [Trainer Stan [12-JUN-2001
Window tama [York Tricia C End|15-JUN-2001

Supplier (USDA GRADUATE SCHI

Feference [ Consumakie Lead Time iﬁﬂ.

Address |5 outheast Region, Allanta, GA 88388

Costs
’_Durrenq,r Iﬁ Amount | 2000.00 Unit ’DB? q_i

Continued on next page

Training: Arranging Training Mod 7, Chap 2, page 45



November 30, 2001

Building and Booking Resources, Continued

Building a
Venue
Resource
Step Action
1 On the Navigation List — Resources — Definitions —
<Open>.
2 The Resource Window displays. Complete the following data
elements:
Data Fields Description/Action
Type Click the LOV and select Venue.

Name (of venue)

Two data elements display. Query
for last name, then select from the list
for the Center.

Supplier

Click the LOV and select from the list
(Vendors) to include local suppliers
you have built.

Reference

Free-form text (80 characters).

Lead Time

Enter the number of days you must
schedule or book the Venue in
advance.

Consumable
Checkbox

Click if the resource is consumed
when used, and is not reusable. For
example, pens and paper are normally
consumable, whereas computers and
venues are reusable.

Dates Region:

Start date auto-populates with today’s
date but can be overridden when
venue is available. Enter End Date.

Address

Type in address of the venue.

Costs Region:

Currency

When you click the LOV, it defaults
to USD.

Amount

Type the cost per unit.

Unit

Click the LOV and select day, hour,
month, or year.

DDF

Grayed out.

3 Click Save.

Training: Arranging Training

Continued on next page

Mod 7, Chap 2, page 46




November 30, 2001

Building and Booking Resources, Continued

Building a Venue Resource (continued)

Example of
Completed Dates
Venue Window Type |Venue St |12-JUN-2001
Mame |Navy Norfolk, VA Encl{15-JUN-2001
Supplier [Fred Sherman Inc
Referenca {Room 2 I Consumable Lead Time |30.
Addrass |4?5 Water R“IIE'F!ﬂI Portsmouth, VA 23704-3801
Costs
[_cu,m,;y USD Amaunt | 1200.00 Unit [Week [|_ ]
i
Booking the This can be accomplished two ways, either through the Activities Window or
Resource through the Search for Event Window. Method #1:
Step Action
1 On the Navigation List & Activities — <Open>.

2 The Activities Window displays. When you build a Local
Activity, click <Resources> to select the venue or trainer needed.

Actiity Type [1-A EXECUTIVE B Concurent Athvities

Description || -A EXECUTIVE q— ]
— Activity

Mame Adv Management Prog Valid Dates——————
Description [Refines skills. knowledge. and und ding ial 4 Fram |01-JAN-1950
Audiance To

Two years in the grade of colonel before class entry. Lo ¢

Objactives
Supplier JAIR UNIV CENTER FOR FROF DE Sponsor Org. |CIVDODHR
Language |American English Managed by |Bailey. Patrick H|
Pt Activity Statis
Cosls Success Critania X Allow Expenses
Maximum |60 Cumancy [USD Duration : Professional Cradits——
Minirmum |45 Budget o.on Langth [40. Type
Max Intemal |30 Actual 0.00 Units |Hour vl Armount [;—]
Skills Categori | Re | Copy Objects |
Continued on next page
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Building and Booking Resources, Continued

Booking the Resource (continued)

Step Action

3 The Resource Usages Window displays. Complete the following
data fields.

==X Resource Usages[ADY MGT PAGM CRS)

(=]

Reguired

Type Fasourca Cluanlity Fieason
: I ork. Tricia C 1

R

[ e o e e g e

Rola Start Date (01-JUL-2007 End Date [22-JUN-2001

Data Field Description/Action

Type Click the LOV and select Trainer,
Venue, or other Resource type you
have built.

Resource If you clicked Trainer, select from the
list of names you built.

Quantity Type in number needed; such as

number of PCs if you selected other
Resource type.

Required checkbox | Select if required.

Reason Click the LOV and select from the
reasons you built in

RESOURCE USAGE.

DDF Not used by DoD.

Role Click the LOV and select from the
roles you built in

TRAINER PARTICIPATION.
Start Date Override the start date and use one
within the availability of the resource
when you built it.

End Date Click the LOV to select a date within
the resource availability.

4 Save your action.

Continued on next page
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Booking the Method #2:
Resource

Step Action

1 On the Navigation List — FEvent Search — <Open>.

2 The Search for Event Window displays. Query for the Event
you need to book resources against, and then close the window.

the following data fields:

3 The Book Resources Window displays with Resources Booked
and Finance Headers Windows cascaded behind it. Complete

[T Use Evert
To Status [1

Type MName Quantity  From
= I 1 15-AUG-2001 Confirmed

Times—————

Start | End Trainer Role: Max Lsage " Primary Venus

Evenit Deliveny Finance
Title Fram Location Header
Aclivity To Cortact Cumency i
Canter Telephong Cost
Cost Linit
Suppliar| Eooking Date |15-AUG-2001 Inwicad
Booked By |INMAN.
Availability |
Book Required | Checklist Finance Headers Besource Search
Data Field Description/Action
Type Click the LOV to select Trainer,
Venue, etc.
Name Click the LOV to select.
Quantity Defaults to 1 but can be
overridden.
From Auto-populates.
To Input date
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Building and Booking Resources, Continued

Booking the Resource (continued)

Step Action
3 Data Field Description/Action
(cont)

Status Defaults to Confirmed but can be
overridden with Planned.

Start Enter time of day. (08:00)

End Enter time of day.

Trainer Role Defaults to Facilitator.

Max Usage Free flow 11 characters.

Event Region: Not used.

Delivery Region: Freeflow text.

Finance Region: Not used.

Supplier Auto-populates when
<Availability> clicked and trainer
selected.

Booking Date Auto-populates with today’s date.

Booked By Auto-populates with name of user.

4 Save your action.
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